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REPORT  ON  THE  EMPLOYMENT  PRACTICES 

OF  THE  MAYOR'S  OFFICE  OF  HOUSING 

WITHIN  THE  HOUSING  INSPECTION  DEPARTMENT 


On  February  21,  1978,  the  Finance  Commission  voted  to  investigate  the 
following  matters  in  the  city's  Housing  Inspection  Department:  "(a)  to  review 
personnel  policies  and  practices  and  the  compliance  of  such  policies  and  practices 
to  applicable  laws;  (b)  to  review  the  efficiency  and  effectiveness  of  the  administration 
of  the  department's  programs." 

This  report  addresses  itself  to  the  employment  practices  of  the  federally 
funded  programs  within  the  Mousing  Insoection  Department.  These  programs.  Housing 
Improvement,  Urban  Homesteading  and  Section  312  are  all  grouped  for  organizational 
purposes  under  the  so-called  Mayor's  Office  of  Housing,  and  are  under  the  immediate 
direction  of  Craig  S.  Nickerson,  a  member  of  the  mayor's  staff.  All  three  pronrams 
are  federally  funded  throunh  Department  of  Housing  and  Urban  Development's  Community 
Development  Block  Grant  funds,  and  employ  109  individuals. 

INTRODUCTION 

In  1884,  the  Massachusetts  State  Legislature  followed  the  lead  of  the  United 
States  Congress  and  became  the  first  state  in  the  union  to  enact  its  own  Civil 
Service  Law.   This  law  was  enacted  to  put  a  halt  to  widespread  nolitical  patronaqe. 
It  established  certain  criteria  to  be  used  in  the  selection  and  dismissal  of  public 
employees.  It  also  established  a  Civil  Service  Commission  with  the  power  to  establish 


Chapter  320,  Acts  of  1884, 
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and  administer  rules.  One  of  the  unique  aspects  of  this  act  was  that  it  not 

only  applied  to  employees  of  the  state  but  also  those  of  "several  cities  thereof," 

which  included  Boston. 

The  City  of  Boston  currently  has  aoproximately  13,110  employees,  not  includinn 

p 
C.E.T.A.  employees  which  fill  another  3,078  positions.   Of  those  13,lin  employees, 

789  are  compensated  directly  through  federal  funds.  All  city  employees  are  covered 

by  civil  service  law  except  those  exempted  by  section  5  of  chapter  31  of  the  neneral 

laws. 

Summary  of  Findings 

1.  The  federal  Department  of  Housing  and  Urban  Development  has  been  funding 
the  Mayor's  Office  of  Housing  programs  or  their  predecessors  for  approximately  ten 
years. 

2.  All  the  employees  of  the  Mayor's  Office  of  Housing  are  subject  to  Civil 
Service  law  and  rules. 

3.  In  late  1968  the  then  Director  of  Civil  Service,  Mabel  Campbell,  made  an  oral 
agreement  with  Frank  Gens,  the  then  Commissioner  of  Housing  Inspection,  not  to  require 
the  permanent  appointment  of  employees  in  these  programs. 

4.  During  the  past  ten  years,  not  one  employee  in  these  programs  has  ever  been 
certified  to  a  permanent  position  by  Civil  Service. 

5.  All  of  the  109  employees  of  the  ^layer's  Office  of  Housing  in  the  Housing 
Inspection  Department  are  serving  on  a  provisional  basis. 

6.  Over  50%  of  the  109  employees  do  not  meet  the  entrance  requirement  for  the 
positions  they  hold  as  required  by  Civil  Service  law. 


2 
Personnel  Statistics  for  July,  1978. 

"^G.L.  C.31,  s.5.  "No  rule  made  by  the  Commission  shall  apply  to  the  selection 
or  appointment  of  persons  in  any  of  the  positions  described  in  the  following  clauses: 
City  and  town  managers  and  assistant  city  or  town  managers,  and  administrative 
assistants,  secretaries,  stenographers,  clerks,  telephone  operators  and  messenners 
connected  with  the  offices  of  city  councils,  mayors,  city  managers,  town  manaoers 
and  selectmen ." 
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7.  A  large  percentage  of  the  employees  were  referred  by  city  officials, 
politicians  on  both  the  local  and  state  level,  or  their  friends. 

8.  Thirty-nine  employees  of  the  Mayor's  Office  of  Housing  contributed  in 
1978  to  the  mayor's  political  fundraisinq  committee. 

9.  The  state  Division  of  Personnel  Administration  has  failed  to  audit  its 
delegation  of  provisional  appointments  and  promotions. 

Findings  of  Fact 

In  1965,  Congress  passed  the  Housing  Act  which  set  up  a  new  program  called 
the  Code  Enforcement  Program.  The  city,  under  Mayor  Collins,  rade  application  for 
these  funds  and  in  1968  was  awarded  a  three  million  dollar  grant.  At  the  request 
of  the  City  Council,  it  was  agreed  that  this  new  program  should  be  administered 
through  the  Housing  Inspection  Department. 

At  the  time  of  the  inception  of  the  program,  Francis  M.  Gens  was  the  Commissioner 
of  the  Housing  Inspection  Department,  and  it  was  his  responsibility  to  organize  this 
new  program  and  employ  individuals  to  run  it.  As  the  appointing  aiithority  for  the 
Housing  Inspection  Department,  it  was  also  his  responsibility  to  establish  the 
Civil  Service  job  titles  for  the  positions  in  the  program  and  a  description  of  the 
duties  and  entrance  requirements  for  each  title.  In  creating  the  entrance  require- 
ments. Gens  testified  that  he  drew  them  up  "with  the  ultimate  in  mind,  that  this, 
is  what  you  would  like  to  have  ..." 

In  the  early  1970's,  the  Code  Enforcement  Program  evolved  into  the  Community 
Improvement  Program  and  later  into  the  Housing  Improvement  Program.  The  Mayor's 
Office  of  Housing  was  established  on  August  11,  1977,  to  coordinate  the  efforts  of 
this  program  with  the  Section  312  Rehabilitation  Program  and  the  Urban  Homesteading 
Program.^  All  of  these  programs  are  now  under  the  umbrella  of  the  Housing  Inspection 


^The  Mayor's  Office  of  Housing  was  not  created  by  either  statute  or  ordinance 
and  therefore  has  no  formal  status. 


Department.  John  A.  Vitagliano,  the  present  Commissioner  of  the  Housing  Inspec- 
tion Department  (also  the  appointing  authority),  replaced  Gens  on  flarch  10,  1976. 
Craig  S.  Nickerson,  a  member  of  the  mayor's  staff,  is  the  Director  of  the  Mayor's 
Office  of  Housing  and,  at  least  in  theory,  reports  directly  to  Commissioner 
Vitagliano.  However,  in  reality,  Nickerson  states,  "I  end  up  spending  more  of 
my  time  .  .  .  dealing  with  Andy  01  ins  who  is  the  special  assistant  to  the  mayor 
for  housing."  In  fact,  Nickerson  appears  on  the  payroll  for  the  Office  of  Public 
Service  as  a  Program  flanager,  a  position  v^hich  the  administration  categorizes  as 
falling  under  the  umbrella  of  the  mayor's  office,  making  it  exempt  from  civil 

service  law  and  rules. 

By  placing  the  Code  Enforcement  Program  in  a  line  department,  the  City  Council 

made  its  employees  subject  to  Civil  Service  law.  This  became  a  concern  of  Comrnissioner 

Gens,  because  he  did  not  want  to  place  anyone  in  a  permanent  position.  At  a  hearinn 

on  August  8,  1978,  Gens  stated  the  following: 

Gens:       I  went  to  Civil  Service,  Mabel  Campbell  was  then  the 
Civil  Service  Director,  and  explained  to  her  that, 
although  we  v/ere  a  line  department  and  these  people 
had  to  go  under  civil  service,  I  wanted  an  arrangement 
whereby,  even  though  they  took  examinations,  we  would 
never  be  required  to  appoint  them  permanently.  So  that 
is  why  that  you  see  people  have  none  on  year  after  year 
with  my  original  agreement  in  order  to  protect  the  city 
from  being  caught  with  this... 

Question:    Was  there  anything  when,  could  you  tell  us  more  about 
the  meeting  with  Mabel  Campbell?  Vlas  it  a  face  to  face 
meeting? 

Gens:       It  was  a  face  to  face  meeting,  yes. 

Question:    Do  you  know  what  year  that  was? 

Gens:       It  was  the  very  beginning  of  the  program.  I  think  before 
we  hired  even  the  first  person. 

Question:    Probably  '68? 

Gens:       Probably,  yes,  it  would  have  been  '68. 
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Question:    Did  she  give  you  any  written  confirmation  of  this  understanding? 

Gens:       There  was  nothing  in  writing,  but  I  think  you  will  notice  that 
examinations  were  held,  and  at  no  time  were  we  ever  notified  by 
Civil  Service  that  a  list  now  existed  and  thereby  we  had  to  drop 
certain  employees.  We  continually  kept  giving  them  either  three 
or  six  month  appointments.  There  was  nothing  in  writing. 

A  number  of  examinations  were  held  for  positions  within  this  program  and 
eligible  lists  were  established  (Attachment  A).  All  of  the  appointments  made  from 
these  eligible  lists  were  temporary,  for  a  specific  length  of  time.  After  the 
expiration  of  their  temporary  appointments,  the  employees  either  had  to  be  reappointed 
from  another  eligible  list  6r   be  re-employed  provisionally. 

No  civil  service  examinations  have  been  held  for  any  of  the  positions  within 
the  Mayor's  Office  of  Housing  since  1973.  Consequently,  all  the  employees  are  now 
provisional,  serving  at  the  will  and  pleasure  of  the  appointing  authority.  Commis- 
sioner Vitagliano  states  that  keeping  the  employees  in  this  provisional  status  is 
a  result  of  deliberate  policy.  Before  a  Finance  Commission  hearing  on  August  8, 
1978,  the  commissioner  stated  the  following: 

Question:    Well,  the  Housing  Improvement  Program  is  totally  civil  service. 

Vitagliano:  Well,  it  is  civil  service,  but  I  would  say  from  a  practical 
standpoint  it  -  as  I  said  my  ~  we  kind  of  look  on  it  as  much 
less  civil  service  than  the  Housing  Inspection  Department, 
I  think  that  part  of  the  reason  for  that  is,  one,  that 
all  the  employees  are  provisional  rather  than  permanent 
which  is  much  different  from  my  department  and  that  is 
a  result  of  policy.  I  mean  it  was  a  policy  as  Frank  Gens 
stated  earlier  that  was  agreed  upon  between  him  and  the 
.original  Civil  Service  Commissioner  back  in  '68  or  'f>'^ 
and  a  policy  which  I  accepted  and  endorsed  when  I  got  the 
job  over  two  and  one  half  years  aqo,  and  one  that  I 
persuaded  to  this  day,  because  I  think  it  is  not  desirable 
to  have  that  kind  of  a  program  In  civil  service.  And  I 
will  be  damned  if  I  am  going  to  do  anything  to  increare  the 
civil  service  -  you  know-  status  of  H.I. P.  Because  I  think 
it  is  not  in  the  best  interest  of  the  city. 

It  is  obvious  that  the  belief  of  Commissioners  Gcr^s  and  vitagliano  that  the 
Mayor's  Office  of  Housing  is  "less  civil  service  than  the  Housing  Inspection  Depart- 
ment" has  carried  over  to  their  application  of  the  Civil  Service  law.  General  Laws 

chapter  31,  section  15,  authorizes  an  appointing  authority  to  appoint  an  individual. 
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provisionally,  to  a  position  for  which  there  is  no  suitable  eligible  list  to  nake 
such  appointment.  In  making  such  a  provisional  appointment,  the  appointing  author- 
ity is  required  to  comply  with  four  provisions  in  this  section.  They  include: 

(1)  the  submission,  in  such  form  as  the  personnel  administrator  shall  pre- 
scribe, of  a  statement  of  the  information  the  appointing  authority  believes  necessary 
to  conduct  an  examination,  including:  the  duties  of  the  office  or  position,  the 
knowledge,  skills  and  abilities  necessary  to  perform  said  duties,  and  the  entrance 
requirements  of  the  office  or  positions; 

(2)  the  certification  to  the  personnel  administrator  that  in  his  opinion  the 
person  proposed  to  be  provisionally  appointed  meets  s?id  qualifications  and  re- 
quirements; 

(3)  the  submission  of  a  substantiating  statement  showing  how  the  proposed 
appointee  meets  the  entrance  requirements;  and 

(4)  the  submission  of  a  proposal  as  to  the  type  of  examination  to  be  held. 

On  August  22,  1975,  Edward  W.  Powers,  then  Director  of  Civil  Service,  delegated 
to  the  municipal  appointing  authorities  the  responsibility  of  determining  whether 
provisional  appointees  met  the  minimum  qualifications  for  their  positions  (Attach- 
ment B).  When  submitting  the  name  of  the  appointee  to  the  Division  of  Personnel 
Administration  (then  known  as  the  Division  of  Civil  Service)  they  v/ere  also  re-r 
quired  to  enclose  a  Civil  Service  form,  known  as  Form  40  (Attachment  C),  which 
shows  the  appointee's  qualifications.  On  the  back  side  of  this  form  the  appointing 
authority  was  to  make  the  following  certification:  "I  hereby  certify  that  in  my 
opinion  the  qualifications  of  the  above  named  proposed  appointee,  as  substantiated 
herein,  meet  the  requirements  for  this  position."  The  Director  of  Civil  Service 
(hereafter  called  the  Personnel  Administrator)  retained  the  right  to  terminate 
any  provisional  appointee  that  he  or  she  determined  did  not  meet  the  minimum  quali- 
fications. 

The  Division  of  Personnel  Administration  has  received  very  few  Form  40 's  for 


the  employees  of  the  Mayor's  Office  of  Housing.  When  the  Finance  Commission  re- 
quested copies  of  these  Form  40's  from  the  Division  of  Personnel  Administration, 
vie   were  provided  with  the  attached  list  (Attachment  D)  indicating  that  there  were 
either  no  Form  40 's  or  that  they  had  been  returned  for  proper  signatures.  However, 
even  without  the  required  Form  40's,  the  Division  of  Personnel  Administration  has 
continued  to  authorize  the  provisional  employment  of  all  the  Mayor's  Office  of 
Housing  employees. 

In  the  absence  of  any  type  of  audit  by  the  state,  the  Mayor's  Office  of 
Housing  has  been  free  to  employ  whomever  it  wishes,  for  any  number  of  reasons. 
The  Finance  Commission  has  reviewed  91  resumes  of  employees  of  the  Mayor's  Office 
of  Housing  and  has  found  that  55  do  not  meet  the  minimum  qualifications  for  the 
positions  they  hold.  The  following  are  examples  of  employees  who  do  not  meet  the 
minimum  qualifications  established  by  the  city  for  the  positions  they  hold,  together 
with  the  explanations  offered  by  former  Commissioner  Gens  and  present  Commissioner 
Vitagliano. 

Rehabilitation  Specialist 

Qualification:  "Two  (2)  years  experience  in  construction  trade  work." 
(Attachment  E) 

The  Mayor's  Office  of  Housing  currently  employs  seven  individuals  in  this 

position.  Of  these  seven,  only  two  met  the  minimum  qualifications  at  the  timie  of 

provisional  appointment;  five  did  not. 

1.  Employee  "A"  spent  26  years  as  a  Financial  Clerk  for  the  U.S.  Postal  Service. 
He  has  no  experience  in  construction  tradework.  His  appointment  was  effective  6/18/75 
Records  in  the  city's  Personnel  Department  show  that  he  was  referred  by  Barry  Crooks, 
an  employee  of  the  Public  Facilities  Department. 

2.  Employee  "B"  was  employed  at  the  Revere  Sugar  Refinery  for  14  years.  He  then 
spent  four  years  on  the  Model  Neighborhood  Board  as  a  Sub-Area  Supervisor  before 


being  appointed  to  the  Housing  Improvement  Program  in  1973.  Records  in  the 
Personnel  Department  indicate  that  he  was  referred  by  Senator  Bill  Owens. 

Senior  Rehabilitation  Specialist 

Qualification:  "Three  (3)  years  experience  in  a  housing  rehabilitation 
program  or  (3)  years  of  experience  in  construction 
trade  work,  or  two  (2)  years  of  college  can  be  sub- 
stituted for  one  year  of  the  experience." 
(Attachment  F) 

There  are  25  indiviuL'als  employed  in  this  position  15  of  whom  did  not  meet 

the  minimum  qualifications  at  the  time  of  their  provisional  appointment. 

3.  Employee  "C"  is  a  college  graduate.  From  1971  to  1973  he  was  a  computer 
programmer  for  the  City  of  Boston.  In  June  of  1975  he  was  employed  as  a  Rehabili- 
tation Specialist  and  in  June  of  1976  was  promoted  to  Senior  Rehabilitation 
Specialist.  At  the  time  of  his  appointment  to  both  Rehabilitation  Specialist  and 
Senior  Rehabilitation  Specialist  he  did  not  meet  the  minimum  qualifications. 

4.  Employee  "D"  is  a  high  school  graduate  and  has  taken  several  courses  at 

a  junior  college.  On  May  5,  1976,  he  was  employed  as  a  Rehabilitation  Specialist 
and  then  promoted  to  Senior  Rehabilitation  Specialist  on  March  30,  1977.  His 
previous  employment  which  could  be  applied  to  the  minimum  qualifications  was  one 
year  at  Bethlehem  Steel  performing  construction  maintenance.  He  was  referred  to 
the  City  by  Angelo  Musto,  Deputy  State  Commissioner  of  Probation. 

When  asked  to  explain  why  so  many  people  were  employed  who,  from  their  resumes, 
did  not  meet  the  minimum  qualifications,  Commissioner  Vitagliano  offered  several 
explanations. 

First,  as  already  stated,  the  minimum  qualifications  were  drawn  up  with  the 
ideal  qualifications  in  mind;  therefore  they  were  not  realistic. 

Second,  that  in  looking  at  the  individual's  qualifications,  it  was  important 
to  determine  if  the  individual  showed  the  ability  to  be  trained  for  the  position 
to  which  he  or  she  was  to  be  appointed. 

Third,  that  the  individual  may  have  shown  the  ability  to  communicate  with 
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homeowners  and  contractors. 

Fourth,  in  the  case  of  minority  candidates,  that  the  qualifications  were  to 
be  relaxed. 

It  is  obvious  that  the  qualifications  for  positions  in  the  Mayor's  Office  of 
Housing  were  selected  to  meet  each  candidate's  qualifications  rather  than  selecting 
a  candidate  who  meets  the  position's  qualifications. 

Several  individuals  employed  in  the  Mayor's  Office  of  Mousing  are  not  performing 
the  duties  for  which  their  titles  would  indicate.  When  questioned,  both  Commissioner 
Vitagliano  and  Craig  Nickerson  addressed  this  problem  by  stating  that  because  the 
job  titles  were  developed  in  1968  and  1969,  a  number  of  changes  had  taken  place  in 
the  programs  since  that  time  and  it  had  become  necessary  to  select  a  title  which 
as  closely  as  possible  fit  the  duties  of  the  individual. 

An  example  of  how  all  these  circumstances  come  together  is  the  employment  of 

Mary  J.  Henry.  Ms.  Henry  is  a  graduate  of  Occidental  College  with  a  B.A.  in 

American  History.  Her  experience  is  as  follows: 

October  1973  to  June  1974: 

Legislative  Assistant  to  Senator  Sandra  D.  O'Connor, 
Majority  Leader,  Arizona  State  Senate 

October  1974  to  August  1975 

Assistant  to  the  Director,  U.S.  Conference  of  Mayors 
Convention,  Boston,  July  1975 

September  to  December  1975 

Advanceperson  for  Kevin  H.  White 

January  1976  to  present: 

Researcher  and  speechwriter  for  Kevin  H.  White 

On  November  24,  1976,  Ms.  Henry  was  personally  employed  by  Commissioner 
Vitagliano  as  a  Finance  Specialist  to  interface  between  his  department  and  the 
Housing  Improvement  Program.  When  asked  how  she  was  selected  for  thisrposition. 
Commissioner  Vitagliano  stated  that  he  knew  her  personally  and  that  she  was  the  one 
he  wanted.  He  testified  as  follows: 
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Question:     What  is  there  in  the  way  of  extenuating  circumstances  why 

you  chose  her? 
Vitaglianoi'    Because  I  knew  her  personally  before  she  got  the  ]ob. 


Question:     How  many  other  people  did  you  interview  for  this  position? 

Vitagliano:    Oh  none. 

Question:     How  did  you  advertise  for  it? 

Vitagliano:    What? 

Question:     Did  you  advertise  for  the  position  she  got?  Did  you  advertise 

for  it,  number  one?  And  number  two,  how  many  other  people  did 

you  interview  for  that  position? 
Vitagliano:    I  didn't.  I  mean  she  was  the  person  I  wanted  because  I  knew  her 

personally  and  I  knew. 

Although  Commissioner  Vitagliano  interviewed  no  other  applicant  for  this  posi- 
tion, he  states  that  this  was  a  "normal  interview  process." 

On  June  1,  1978,  Ms.  Henry  was  promoted  to  Office  Manager.  Neither  at  the  time 
of  her  provisional  appointments  as  Finance  Specialist  or  Office  Manager  did  she  meet 
the  minimum  qualifications  for  the  positions  (Attachments  G  &  H).  When  asked  why  she 
was  given  the  title  of  Office  Manager,  Craig  Nickerson  testified,  "Again,  the  closest 
title  for  someone  who  had  been  the  administrative  assistant  to  John  Vitagliano  and 
is  really  the  person  who  ties  his  agency  with  our  agency."  Her  duties  seem  to 
include  much  more  than  beipg  Commissioner  Vitagliano's  Administrative  Assistant. 
On  August  31,  1978,  Ms.  Henry  testified  before  the  Finance  Commission  that  for  the 
past  several  weeks  she  had  been  spending  "almost  full  time"  at  18'^  Tremont  Street 
working  at  the  classification  office. 

Question:     Have  you  since  you've  been  working  or  just  recently  I  guess 
since  the  question  has  come  up,  have  you  been  spending  any 
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time  volunteering,  working  on  the  classification  down  at 
the  classification  office  at  182? 

Henry:  Yes,  I  have. 

Question:         Can  you  tell  me  approximately  about  how  much  tine  you  spend 
down  there  a  week? 

Henry:  I  have  been  spending  quite  a  lot  of  time  recently  down  there, 

because  they're  putting  together  some  slide  shows  to  explain  100% 
valuation  and  classification.  And  one  of  the  main  themes  of  that 
slide  show  is  the  effects  of  100%  valuation  on  housing  stock  of 
the  city.  The  assumption  being  that  100%  valuation  would 
increase  property  taxes  and  that  it's  increase  in  prooerty 
taxes  will  have  a  severe  effect  on  the  upkeep  of  housing  being 
so  extensive  to  maintain  someone's  house  that  -  that  someone 
would  have  to  be  forced  to  spend  all  their  income  on  paying 
taxes,  they  wouldn't  be  able  to  afford  to  maintain  the  property 
properly.  Maybe  forced  to  sell  out  in  some  instances  and  the 
possibility  of  that  eventually  leading  to  abandonment.  And 
that  vV3S  a  particular  concern  of  mine  in  the  Fenway  where  there 
is  a  great  deal  of  housing  abandonment  and  problems  that  that 
created.  So  I  had  been  doing  some  studies  on  the  effects  of 
100%  valuation  so  I,  recently  I  have  been  spending  a  good  deal 

of  time  down  there. 

*         *       *       *         *         * 

Question:         Can  you  give  me  an  estimate  as  to  how  many  hours  a  week  you 

spend  down  there? 
Henry:  Well,  the  last  few  weeks  I've  been  spending  almost  full  time 

down  there. 
Question:         And  what  time  periods  -  is  it  the  evenings  or  during  the  days  or? 
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Henry:  I've  been  spending  both  time  during  the  day  and  at  night.  I 

mean  sometimes  during  the  day  and  sometimes  at  night.  But  I 

usually  -  I've  been  talking  with  John  Vitaqliano  regularly  for 
sometime. 

Commissioner  Vitagliano  testified  that  he  considers  the  employees  of  the 
Mayor's  Office  of  Housing  "less  civil  service  than  the  Housing  Inspection  Deparment." 
The  truth  of  this  opinion  became  most  evident  during  a  three  v/eek  period  in  April 
and  May  of  1978.  During  this  short  time  period,  39  employees  of  the  Mayor's 
Office  of  Housing,  or  36%,  contributed  a  total  of  $4,775  to  the  mayor's  political 
fundraising  committee.  The  Committee  for  Neighborhood  Initiative  with  Kevin  H. 
White  (Attachment  I).  By  comparison,  only  six  other  employees  of  the  Housing 
Inspection  Department,  or  7%,   made  contributions.  It  is  obvious  from  the  short 
time  frame  and  the  standard  amount  of  each  contribution,  $100  or  $200,  that  a 
request  for  donations  was  made.  The  provisional  employees  of  the  Mayor's  Office 
of  Housing  were  more  vulnerable  to  this  request,  serving  at  the  "will  and  pleasure" 
of  the  appointing  authority,  than  the  permanent  employees  of  the  Housing  Inspection 
Department. 
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Conclusions 

It  would  be  an  understatment  to  say  that  the  application  of  civil  service 
requirements  to  the  109  employees  in  the  Mayor's  Office  of  Housing  has  been 
ineffective  for  the  past  ten  years.  In  fact,  not  only  have  the  civil  service 
requirements  been  useless  but  they  have  actually  had  a  pernicious  effect  on  the 
hiring  policies  for  these  housing  programs.  Appointing  authorities  have  been  able 
to  file  with  Civil  Service  unrealistically  restrictive  qualifications.  Then, 
since  few  prospective  employees  met  the  required  standards  the  appointing  authority 
would  use  his  own  personal  criteria,  which  all  too  often  appear  to  have  been 
based  on  considerations  other  than  merit. 

The  filing  of  papers  with  Civil  Service,  the  processing  of  civil  service  forms 
by  both  the  city  and  Civil  Service,  the  posting  and  taking  of  examinations  all  went 
on  over  a  ten  year  period,  with  the  responsible  parties  secure  in  the  knowledge 
that  these  steps  were  meaningless,  that  they  v^ould  never  lead  to  anyone's  permanent 
appointment.  Those  who  took  the  examinations  would  have  been  amazed  to  learn  that 
it  was  already  predetermined  that  their  efforts  could  never  lead  to  permanent  appoint- 
ment. 

Recommendations 

The  following  recommendations  affect  both  state  and  city  agencies.  It  must 
be  recognized,  however,  that  because  the  state  administers  the  Civil  Service  law  it 
has  the  primary  responsibility  for  enforcement  of  its  provisions  and  it  is  primarily 
responsible  for  the  failures  of  the  past  ten  years  as  they  affected  the  employment 
practices  of  the  housing  programs  under  the  Mayor's  Office  of  Housing. 
State 

1.  The  Division  of  Personnel  Administration  should  issue  an  immediate  denial 
or  termination  of  the  agreement  with  the  city  which  was  alleged  to  have  existed, 
as  testified  to  by  Francis  M.  Gens. 

2.  The  Division  should  review  the  effectiveness  of  its  existing  practices 
respecting  its  acceptance  of  qualifications  statements  (Form  40 's)  from  the 
City  of  Boston. 
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3.  The  Division  should  audit  the  Office  of  Housing. 

4.  In  the  course  of  the  audit  the  division  should  establish  realistic 
entrance  requirements  and  job  descriptions.  It  should  then  require  the  termination 
of  employees  who  do  not  meet  requirements  for  their  positions. 

5.  The  Division  should  conduct  examinations  for  all  the  positions  in  the 
programs  under  the  Mayor's  Office  of  Housing. 

6.  The  Division  should  examine  the  permissibility  of  the  present  organizational 
structure  of  the  HID,  in  which  Craig  S.  Nickerson,  who  claims  exemption  from  Civil 
Service  on  the  grounds  that  he  is  an  administrative  assistant  connected  with  the 
office  of  the  Mayor  (G.L.  c.  31,  s.  5),  is  the  director  of  several  programs  within 
the  department.  The  Finance  Commission  questions  whether  a  municipal  employee  can 
exercise  administrative  direction  and  control  over  employees  in  a  civil  service 
agency  under  the  exemption  claimed  by  Nickerson. 

7.  The  Division  of  Personnel  Administration  should  review  the  effectiveness 
of  its  existing  practices  respecting  its  acceptance  of  qualifications  statements 
(Form  40' s)  for  all  other  Boston  agencies  covered  by  Civil  Service,  and  as 
necessary,  should  conduct  audits  and  establish  realistic  entrance  requirements 
and  job  descriptions.* 

City 

1.  The  Mayor  should  instruct  Commissioner  of  Housing  Inspection  John  A. 
Vitagliano  that  he  is  to  comply  with  both  the  letter  and  the  spirit  of  Civil 
Service  requirements  for  all  the  employees  within  his  department,  including 
those  in  the  programs  under  the  Mayor's  Office  of  Housing. 


*Historicany,  the  Division  of  Personnel  Administration  has  failed  to  comply 
with  G.L.  c.  31,  s.  5,  and  include  all  agencies  not  specifically  exempted. 
For  example,  as  noted  in  the  Finance  Commission's  report  of  February,  1976, 
the  Division  has  failed  to  extend  to  the  employees  of  the  Rent  Control 
Administration  the  civil  service  protection  to  which  they  are  required  by 
law  to  receive. 
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2.  The  Housing  Inspection  Department  and  the  city's  Personnel  Division 

should  cooperate  actively  with  the  state  Division  of  Personnel  Administration 

in  the  preparation  of  realistic  entrance  requirements  and  job  descriptions  for 

all  the  positions  in  the  programs  under  the  Mayor's  Office  of  Housing,  and  in 

the  future  the  department  should  file  amended  job  descriptions  as  conditions  change, 


ATTACHMENT  A 


Title 

Date  of  Exam 

ehabilitation  Specialist 

3/4/72 

enior  Rehabilitation 
Specialist 

1/23/71 

enior  Rehabilitation 
Specialist 

12/15/73 

enior  Rehabilitation 
Specialist  Prom. 

11/18/72 

enior  Rehabilitation 
Specialist 

n/18/72 

enior  Rehabilitation 
Specialist,  Prom. 

12/8/73 

hief  of  Rehabilitation 

5/1/71 

inance  Specialist  7/26/72 


^"nance  Specialist  1/16/71 


inance  Specialist  4/22/72 


inance  Specialist  4/28/73 


eputy  Code  Enforcement      12/18/71 
Program  Coordinator 


Results 

6  failed  -  3  eligible 

1  failed  experience 

6  failed  exam,  6  eligible 

6  failed  exam,  6  eligible 


No  one  appeared 


10  failed,  1  eligible 


1  failed,  no  eligible 

3  failed  experience 
5  failed  exam 

2  eligible 

1  failed  experience 

10  failed  exam 

3  eligible 

3  failed  experience 
7  failed  exam 

2  eligible 

3  failed  experience 

11  failed  exam 
1  eligible 

5  failed  exam 

I  eligible 

II  failed  exam 
3  eligible 


Appointed 

1  Temn. 
4  Temp. 

2  Temp. 


no  appointments 


1  Temp. 

2  Temp. 

no  appointments 

1  Temp. 

1  Temp. 
1  Temp. 


OFFICE  OF  THE   DIRECTOR 


April  22,  1975 


TO:    Municipal  Appointin'^  Authorities 

FROM:     Edwiuxl  W .  Powers,  Director  of  Civil  Servico 

SUBJECT:    Delegation  of  Provisional  Appointments  and  Promotions  (G.L.  C,31,  s.2A(o)) 

This  is  to  notify  all  municipal  appointing  authorities  that  they  may  make  a  pro- 
visional appointment  or  promotion  without  prior  approval  of  the  Division  of  Civil  Serv- 
ice PROVIDED  the  appointing  authoritj^  has  filed  a  requisition  with  the  Division  of  Civil 
Service  anVl  at  the  same  time  has  filed  a  copy  of  tiie  requisition  with  the  City  Auditor 
or  Town  Accountant.    Prior  to  submitting  a  requisition  and  request  for  provisional  ap- 
pointment to  a  Labor  Service  position  in  the  Skilled  Laborer  or  Mechanic  and  Craftsman 
classes,  the  appointing  authority  must  complete  Section  G  on  reverse  side  of  requisi- 
tion certifying  that  there  is  no  permanent  employee  in  the  lower  grade  or  grades  qual- 
ified and  willing  to  accept  the  position.    The  provisional  appointment  or  promotion  may 
continue  until  it  is  terminated  by  the  Division  of  Civil  Service  as  a  result  of  a  certifi- 
cation of  nameo  and  selection  and  appointment  from  said  certification  or  for  other  rea- 
sons set  forth  in  Chapter  31  of  the  General  Laws  .    If  you  terminate  the  provisional 
ai)pointmcnt  prior  to  said  action  or  because  of  appointment  from  the  list,  an  Absence 
and  Termination  Notice  (Form  56)  should  be  filed  in  the  usual  manner. 

A  letter  in  the  format  set  forth  in  Attachment  A  relative  to  the  provisional  em- 
ployment must  be  filed  with  each  requisition.    A  copy  of  the  letter  must  be  forwarded 
to  the  City  Auditor  or  Town  Accountant  and  to  the  City  or  Town  Treasurer .    If  the 
City  or  Town  Majiager  or  Personnel  Depai'lment  requires  a  copy,  one  should  be  for- 
warded also  to  s-aid  office. 

The  appointing  authority  must  determine  that  the  appointees  meet  the  minimum 
qualifications.    A  Form  40  (Request  for  Provisional  Appointment)  must  be  enclosed 
where  required  for  each  provisional  appointment.    A  Form  15A  (Provisional  Promotion 
form)  must  be  filed  Viath  each  provisional  promotion.    The  Director  of  Civil  Service 
retains  the  right  to  terminate  the  employment  of  the  provisional  appointee  if  he  deter- 
mines that  the  appointee  does  not  possess  the  minimum  qualifications. 

This  procedure  should  reduce  the  need  for  emergency  appointment  and  greatly 
reduce  paper  work. 

If  a  i-cquisition  is  filed  find  no  pro\asional  appointment  made  at  the  time  of  filing 
and  the  appointing  authority  later  decides  to  make  a  pro\'isional  appointment,  a  letter 
must  be  forwarded  to  Civil  Service  m  accordance  with  the  attached  format  (Attachment 
A)  and  should  include  a  statem.ent  tl\;it  a  copy  of  the  requisition  (list  date  of  requisition 
referred  to  for  idi-ntification  purposes)  ha?;  been  forwarded  to  the  City  Auditor  or  Town 
Accountant.    The  regular  procedure  sjt  i'orth  in  tliis  niomorandum  must  then  be  follov/ed. 


Please  refer  to  separate  memorand'jm  of  the  same  date  entitled:     Suinmcr  Employment. 

EJR/beg 

i;nelor;ur(\s:    Attachment  A 

Letter  to  Citv  Auditor,  etc. 


1:QUEST   FOR  PROVISIONAL  APPOINTMENT.  Form  40 


Ml  ini^niiLii  I      o 


JSITION  TITLE  AND  CODE 

CITY  OR   TOWN 

DATE  PREPARED 

ME  OF   PROPOSED  APPOINTEE 

DEPARTMENT 

PUISITION    NUMBER 

DATE  OF   REQUISITION          POSITION   NO. 

DIVISION 

PROPOSED  APPOINTEE'S  QUALIFICATIONS 

lUCATION:    Name  &  Location  of  School 

Did  you  graduate? 

Kind  of  course  or  curricula,  if  selective 

Dates  Attended 

EMENTARY 

FROM                           TO 

<IOR  HIGH 



ilOR  HIGH 



ULEGE 

MAJOR  SUBJECT 

SEMESTER 
HOURS 

DEGREE  RECEIVED 

DAY  OR  EVE? 



EQUATE  SCHOOL 



HER  TRAINING,  SCHOOLS,  COURSES,  ETC; 

CERTIFICATE  OR 
OTHER  EVIDENCE 
OF  COMPLETION 

«E  OR  CLASS  OF  ANY  CERTIFICATE,                                                                                                                                                                                       CERTIFICATE 
ENSE  OR    RATING    YOU   MAY    HOLD;                                                                                                                                                                                                                            OR   LICENSE    NO. 

lER  SKILLS,   TALENTS.   PROFICIENCIES,    ETC.   WHICH   MAY   BE   APPLICABLE  TO  THIS    POSITION: 

PERIENCE: 

LE  OF   YauR   PRESENT  OR  MOST   RECENT   POSITION; 

NAME  AND  ADDRESS    OF  EMPLOYER: 

3  OF  BUSINESS 

PERIOD  EMPLOYED 

FROM                     TO 

SALARY  OR  WAGE 

STARTING           PER                    FINAL 

S                                                      S                                     QfuLLTIME         1       ]PART   TIME 

IBER  AND  KIND  OF  EMPLOYEES  SUPERVISED  BY  YOU,  IF   ANY 

CRIPTION  OF   YOUR  DUTIES: 

LE  OF  NEXT  PREVIOUS  POSITION: 

NAME  AND  ADDRESS  OF  EMPLOYER: 

□  OF  BUSINESS 

PERIOD    EMPLOYED 

FROM                     TO 

SALARY  OR  WAGE 

STARTING       PER              Final 

J                                                  S                                   rjFuLLTlME       | |pARTTlMe 

IBER  AND   KINO  OF  EMPLOYEES  SUPERVISED  BY  YOU,  IF   ANY: 

CRIPTION  OF  YOUR  DUTIES: 

1 

nmonwealth  of  Majsachusetts                                                                                           Oivliinn  of   Ppfinp"nl  AftmhilTrMf" 

1    TITLE  OF   NEXT    PREVIOUS  POSITION 

NAME   a    ADDRESS  OF   EMPLOYER 

1 

■1 

KIND  OF   BUSINESS 

PERIOD  EMPLOYED 

FROM                         TO 

SALARY  OR  WAGE 
STARTING 

S 

PER 

FINAL 

[—IFULL 

1 Itime 

n;:: 

NUMBER    AND    KIND   OF    EMPLOYEES  SUPERVISED   BY    YOU,   IF    ANY                                                                                                                                                                                                                  ' 

DESCRIPTION  OF   YOUR  DUTIES: 

TITLE  OF   NEXT   PREVIOUS  POSITION 

NAME  &   ADDRESS  OF  EMPLOYER 

KIND  OF  BUSINESS 

PERIOD  EMPLOYED 

FROM                           TO 

SALARY  OR  WAGE 
STARTING 

S 

PER 

FINAL 
S   

r—lFULL 

1 Itime 

d;: 

NUMBER   AND    KIND   OF    EMPLOYEES  SUPERVISED   BY   YOU,   IF    ANY 

DESCRIPTION  OF  YOUR  DUTIES: 

title  of  NEXT   PREVIOUS  POSITION 


NAME  &  ADDRESS  OF  EMPLOYER 


KIND  OF  BUSINESS 


PERIOD  EMPLOYED 

FROM  TO 


SALARY  OR  WAGE 

STARTING  PER  FINAL 


□  FULL       I |P*» 
TIME         I iTt 


NUMBER  AND  KIND  OF  EMPLOYEES  SUPERVISED  BY  YOU,  IF   ANY: 


DESCRIPTION  OF  YOUR  DUTIES 


Note.   Before  this  request  can  be  processed,  a  description  of  the  required  qualifications  for  the  position,  preferably  on  the 

Position  Description  FORM  30,  must  be  on  file  in  Division  of  Personnel  Administration. 
CERTIFICATION: 

I  hereby  certify  that  in  my  opinion  the  qualifications  of  the  above  named  proposed  appointee,  as  substantiated  herein,  meet 
the  requirements  for  this  position. 


Signature  of  appointing  authority. 


Title 


SECRETARY'S  APPROVAL  (for  state  government  positions  only): 


^jgnat-iirA  nf  ^g«-ro»a 


bJecL:   Report  of  Foms  hO  for  lisi  or   provisional  appoJntf,'s   submitted  by   Hoston  Finance 
Commission: 

The  above   information  has  been   received  for  all  appointees  except  the  followinp;: 
A6CD\intants : 


Anne  Cruickshank 
Dolores  Maniscalco 
Corrine  Smiddy 

Business  Manac;er; 

P'rancis  Crofee 

Case  Examiners; 

David  Pannes i 

Darjy  Fadden 
Stanley  James 
Frederick  Malger 
David  Pierce 

Chief  Rehabilitation  Specialist: 

Michael  D.  Hahoney 

Comptroller 

Daniel  Indie iani 

Director  of  Housinr;  Improvement 

Dennis  ^;or|f^an 

Head  Clerk 

I-iarj'  K.  Diiffy 

Teresa  P.omard 

C»race  Fiossi 

Kathleen  Eheehan 

Maria  TVior.ipson 

Kart^aret  Keohane       Eff:   3.1U.78 

l-anaf;ement  Analyst 

Marie  Kennedy 

Office  Manager 

■  ito  Mastrarigelo 
i'C)Pe..h  Per^^ift 

Principal  Clerk  and  "Vpist 


Req.  ^77-7099 
No  Forms  UO 


Fn  UO  rc'd  no  signature  of  appointee 

'^77-8081 


No  Fm  UO       Req.  /'77-7963 
No  Fm,  UOs         'ReqJ7''-79tih 


F.ff:7. 


Eff .7. 


No  Fm.  UO  Req.   ll-l'ytiS  Eff:   7.6,77 


No  Fm.  UO  Req.  f^77-79fi6     Eff : 7, 6, 77 


No  Fm,  ho  Req.  #77-796?     Erf;   9.7.77 


No  Fm.   UOs 


Req.   77-7P'J3         Kff:    7.6.77 


Fm.   UO  rc'd  Ket'irne-i  for  sif^natuiBB  Req.77-79f- 


Fm  UOs  rc'd  Kctume-l  for  sirnatures 
Req.  #7b-2U20       . 


'Ksan  Drevos         Crij-Jnilly  employed  on  Code  Enforcement  Pronram  from  2.16.77 
Changed  to  Housine;  Improvement  Program  Eff:   11.16,77 
No  Att.  A.   -No  Requisition-  No  Fm,  UO 


lat-t-   t. 
Princjpnl  Clfirk   and  "V/pjst     conlnund 

Ann  Karie  Dobbins 

Klalne  Zgan 
Nancy  O'Uonnell 

Lorraine  Barletta 
Nancy  White 

Denise  I-.  Brown. 
Joan  K.  Forbes  v 
Roseanne  LaBollita 
Maureen  KcGrail 
Deborah  He Lei Ian 

Principal  Finance  Specialist 

A,  Anthony  V/hite 

Qnthony  Spadafora 


No  Fm.  UO   iteq.  ^77-0OOl   Kff :  7. ■''•.77 


No  Fm  UOs  Need  nn^  Housinf^  Inproveir.ent  Prop. 
and  Attachment  A. 

No  Fm  UOs  was  on  P.eq.  77-8000  Code  Enforcem' 
Pro-rain  Requisition,   Eff :  7.6.77 


Enol,  records  rc*d-no  signatures  of  appointe< 
#78-2Ub7 


No  signatures  on  employment  fonns-#77-779!^ 

Eff:  7.6.77 
No  Fm.  UO  ^77-7991  Eff:  7.6.77 


Principal  Rehabilitation  Specialist  t  „ 


Joseph  Dergin  Jr. 
Eugene  Civili 
William  Dufresne 
Joseph  Floe Cher 
Paul  lantosca 
William  Morris  Jr. 
William  Seeiy 
David  Sheehan 
Kevin  Conley 
Francis  X.  Finch 

Program  Manager 

Shirley  Campbell 


Rehabilitation;  Specialist 

James  Galloway 

Joseph  Langis 

John  O'Riordan 

Alfred  Palmariello 

Joseph  Salerno 

Nancy  Taylor 

Al  LombardifFm  UO  rc'd) 


On  unnumbered  Requisition 
No  Fm.  UOs 
Eff:  7.6.77 


Fmp.  reconi  received-  no  signatures -oni^77-77' 
Eff:  10.19.77 


Donald  DiRienzo? Resumes  returned  for  signatures  &  Cert,  declc 
Benjamin  Jones  S 


Juliu.6  Brooks 
C.  Mattier 
E.  Moorer  Jr. 
J.  Velez 
Francis  Vinitsky 


All  Eff:  7.6.77    No  Fm  UOs  ^77-7998 
Appted  Senior  Rehabilitation  Specialists 
Eff:  11.30.77  on  #7b-2li23  Still  no  UOs 


Senior  Clerk  and  Typist 

Susan  Baia 
Eleanor  Coppinger 
Margaret  Keohane 
Ann  Marie  Dobbins 


Need  new  Req.  for  Housing  Improvement  Prog, 
and  Attachment  A  Eff:  7.6.77 
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Senior  I'inance  Specialist 

Kita  Caulf ield 

John  Do Ian 

Michael  Ferensowicz         .-   //  y^^  cpr^-*" 

Vito  Kastrangelo  -  ^^"f  ^'^'^'^^ '  X^^^-^ 

William  McCarthy 


Senior  Rehabilitation  Specialist 


Peter  Bavineau  ^ 
John  Buttifjlieri 
Julian  F.ranker 
Richard  Ciampa  • 
Philip  Coleman 
Bartholomew  Costa 
Frederick  Ezekiel 
Dennis  Farrell 
Peter  Gilligan 
Lawrence  CJillis 
Patrick  LjTich 


Robert  Kaher 
William  Kanning 
Robert  McLaughlin 
Matthias  Kulvey 
Nuntio  Palladino 
Wendell  Phillips 
David  Pye 
Pasquale  Ruocco 
Willie  Thornton 
F.a\r.ond  Tomasini 
Charles  Vickers 
Edward  Wilder 


Requisition  not  yet  numbered 
No  Fm  UOs 
Eff:  7.6.77 


Finance  Specialist 

Pauline  Coultnr 
Charlene  E.  Ellis 
William  Jonps 
Kathrj-n  Kane 
Domenic  Marcianc 
Michael  hiinoie 
Cyhthia  Weeks 
Mairj'  J.  Henry 

Office  Manager  continued 

Richard  P.  Bradley 

Michael  Purke 
Leo  Conley 
William  Crov/ley 
Beverly  Greene 
Matthew  Hanley  2r. 
Michael  Kinoie 


No  Fn.  UOs  **on  #77-79^2  Eff:  7.6.77 


No  Fm  UOs  on  ^111-1991       Eff:  7. 6.77 


'OSITION  TITLE 

Rehabilitation  Specialist 

CITY  OR  TOWN  AND  'OR  AGENCY 
Boston-Housing   Inprovemant   Program 

.PPROPRIATION  OR  AGENCY  CODE 

POSITION  NO. 

R  = 

£QJlSlTION  NO.     .         SALARY 

DATE  PRE PAR 

;ENERAL  STATEMENT  OF  DUTIES  AND  RESPONSIBILITIES  Provides  technical  assistance  to  home 
^ers/ landlords,  qualifying  for  assistance  under  housing  rehabilitation  programs,  perform 
ispecClons  of  housing  property,  noting  all  code  violations;  inspects  property  during  re- 
ibllltation  to  ensure  proper  performance  of  contractor  relative  to  program  standards;  per 
ires  specifications  and  cost  estimates  of  repair  work;  performs  related  duties  as  require( 


UPERVISION  RECEIVED  (  name  and  title  of  person  fro'*  a-iom  iNCUMBeNT  receives  oirectioni 

ider  the  supervision  of  an  employee  of  higher  grade  (Senior  Rehabilitation  Specialist)  wh' 
isures  adherence  to  established  policy,  procedures  and  practices. 


UPERVISION  EXERCISED  (names  asl  titles  of  persons  Supervised  by  incumbent) 
None . 


UTIES  AND  RESPONSIBILITIES 

kes  referrals  from  homeowners,  noting  details  of  work  to  be  done,  name  of  legal  owT\er, 
nancing  obtained,  etc.;  informs  property  ovner  as  to  the  operations  of  the  Housing 
fprovement  Program;  sets  up  appointments  with  homeowners  to  make  survey  of  property; 
spects  property  under  application  for  housing  code  violations;  discusses  rehabilitation 
lobleDS  and  alternatives  with  property  owners;  prepares  specifications  for  housing  re- 
bllltatlon  work  from  notes  and  measurements  taken  during  survey  not  to  include  extensive 
iructural  and  mechanical  repairs;  prepares  cost  estimates  of  rehabilitation  work  speci- 
icatlons;  fills  out  necessary  forms,  xeroxes  requisite  number  of  copies  and  distributes 
em  to  Individuals  concerned;  keeps  up  to  date  records  on  the  status  of  each  case  assigne. 
inducts  final  surveys  of  completed  work  for  certification  of  completion;  makes  necessary 
[justnents  to  cost  estimates,  based  on  amount  of  work  completed;  checks  out  cases  of 
estionable  ownership,  occupancy  or  eligibility  in  the  program;  participates  in  training 
ograms. 


QUALIFICATIONS  AND  tNTRANCc.  REOUIR  EMENTS  ,  " 

Include  required  knowledge,  abilines,  skills.    Also  sf^fcify  enuance  requircrti.         Such  as  experience  and/of  educatm 

:<KOWLEDGE,    SKILL  AND  ABILITY:      Working  knowledge  of   tHe  basic  building  trades;    knowledl  i 
of   standard  rehabilitation  procedures;    skill    in  spatial  visualization  measurement;    sklLL 
in  arithmetic  and  plane   and   solid  geometry;    ability   to   interpret    the  Massachusetts 
Building  Code  and   the  Massachusetts   State  Sanitary  Code;    ability   to  differentiate  newllj 
completed  work  from  old;    ability   to   conununicate  effectively  with   the  public;    ability   V. 
ciaintaln  record  J. 

ENTRANCE  REQUIRBJENTS :      Two    (2)   years   experience   in   construction   trade  work. 


DIMEKSIONS  -  average  project  cost   under  CDRS   20%  rebate  program,    $3,000 

5  of   cases  per/75  -   100 

6  of  visits  per  case:      5 


REMARKS: 


ignsture  of 
appointing  Authority 

Title 

» 

fctKy 

Prcpered  by 

-^..t-'^t 


iji  I  luii   J  i_ji_jin   nun,  t  unii  _u 
rrimonwealth  of  Massach'jsetts 


newl'  APPROPRIATION  OR  AGENCY  CODE- 


AMACHMLNT      F 


POSITION  TITLE 

Senior  Heh/ibilitation  Specialist 


POSITION  T(  "LE  CCC 


CI  rv  OR  TOWN  AND/OR  AGENCY 

Boston  -  Housing  Improvenent  Prop; 


POSITION  NO. 


REQUISITION  NO. 


SALARY 


DATE  PREPAR 
2/15/7-7 


GENERAL  STATEMENT  OF  DUTIES  AND  RESPONS.BIL  ITlEr^^^^^^T^— T^ITT^^^cal   a33is  tar.Ce     t^ 

or.eo'.n^rs/landlcrds,  qmlifyiu-  for  a^oistance  under  houaing  roliabilitation  programs,  per- 
cms  inspections  of  housing  property,  noting  all  coda  violations;  oramres  detailed  speci- 
fications, drawings  and  cost  eatiriateii  of  repair  wor*.-  inspects  prooerty  during  rehabilitat 
•b  nnoure  proper  perforrn-ince  of  contractor;   performs  related  duties' as  required 


IRECTION) 


SUPERVISION  RECEIVED   .  .am.  ako  tit.e  o.  person  prom  whom  incumbent  receives  o 

nder  the  supen/ision  of  an  employee  of  higher  grade  (Principal  Rehabilitation  Specialist) 
fho  ensiu-es  adherence  to  established  policy,  procedures  and  practices.  ' 


SUPERVISION  EXERCISED   (names  ano  t,tles  of  persons  supervised  bv  incumbent, 

icercisss  tec'onical  supervision  over  employees  of  lover  grade   (HeKabilitation  Soec^alist) 
lurinc  training  pro^ra-Ti  or  en  conplex  case    situations. 


DUTIES  AND  RESPONSIBILITIES  •  ~        ~  ' — " — — 

kxpervizes  and  rovievs  uork  of  subordinate  Rehabilitation  Specialists. 

..■_s;:os  referrals  from  honeo^mers,   noting  details  of  work  to  be  done,  nane  of  Icral  owrer.-, 
inancmK  ooxame^l,   etc.j   infon^.s  property  ov,-ner  as  to   the  operations  of  the  Housing' 
.aproveaent  Program;   sets  up  appointr.enta  with  hosieowners  to  nuke  s.irvey  of  prooer+"- 
nspects  property  under  application  for  housing  code  violations;    discusses   rahat^ilitition 
Z:  Zl  t^f  ^l^^^-^-^jtiy-s  «ith  property  owners;   prepares  detaUed  specifications  and  draw- 
r.go  for  Louoing  reh.abilitaoion  work  from  notes  and  measurements   taken  durin^-  sm-vey;    pre'%- 
^n.'^n^^ft!:"  "^   ^e^^-^il-v^f tion  work  including  conplex  structural  and  mech^ical  systems";"' 
J,,!  ^'''/'^f '"T       f^*''  ''"^^^  up-to-date  records  on  the  status  of  each  case  assirned; 
:.;i:i:     -", ,    ^^  ^-'St  e.,tirr.^te3,   bised  on  a^nount  of  work  completed;   checks  cut  cases  of 
uis.^ionaDle  oxai-rchip,   occupancy  or  eligibility  in  the  propra:r/ 


- 


'-•  V\]lJ°'^:  "'"^^  fa*^  submitted  to  Personnel-C.vi!  Service  for 


am 


ever/  new  position  title  in  your  jurisdiction,  and  for  anv 


7,  QUALIFICATIONS  AND  ENTRANCE  REv     IREMENTS 

(Include  required  knowledge,  abilities,  skills.    Also  specif/  entrance  require:;!  ents  such  as  experience  and /or  education.) 

K>fo-:.yi>-;i:,  skills  Aim  \bilitte3: 

'..'orliing  kno'ilcdgo  of  basic  buildin;^  trades;  working  knowlsdge  of  state  rehabilitation 
procedures;  knowledge  of  new  construction  procedurpis;  skill  in  spatial  vis'oali'^ation  and 
nieasurernent;  jkill  in  arithnetic  and  plane  and  solid  geonietry;  basic  skill  in  drafting; 
ability  to  interpret  tha  Maaaach'jsefcts  Building  Code  and  I'tassachusetts  State  Sini'^ry  Coda; 
ability  to  dlf farentiate  ne^wly  completed  work  fron  old;  ability  to  conmunicate  effectively 
with  the  pablic;  ability  to  maintain  records  and  prepare  reports;  ability  to  investigate 
cases  of  questionable  ox^mership,  occupancy  or  eligibility.  Ability  to  train,  supervise, 
and  review  work  of  suboi*dinate3. 


^Kiree  (3)  years  of  experience  in  a  housing  rehabilitation  program  or  three  (3)  years  of 
expei'ience  in  construction,  trade  work,  or  two  (2)  years  of  college  can  ba  substituted  for 
one  year  of  the  experience. 


Aver?.ge  project  cost  under  CDR5  20^J  rebate  progr^n,  03,000 
No.  of  cases  per/75  -  ICO 
1(0,  cf  vists  per  case  -  5 


REMARKS: 


Signature  of 

Appointin2  Authont/  Title 

57lr.inir, zvx  fc.lva  Services  Departaent 
Agoiicy  Prepared  by  Personr'-:;!  Division 


^TT/UJHMtN  I      u 


Finance  Specialist 


CITY  or?  TOWN  ANO  'OR  AGENCY 

Bostoa  -  Housing  ImprovecittnC 


APPROPRIATION  OR  AGENCY  CODE       POSITION  NO.     j  P  EOUlSlT  tON  NO.  SALARY 


DATE  PRtF 


GENERAL  STATEMENT  OF  DUTIES  ANO  R  ESPONSiBlL  u  |£S 

Provides  financial  counseling  to  homeowners  on  money  tnanagecent;  interviews  applicants 
requesting  financial  assistance;  contacts  lending  institutions  and  public  ageacles  on 
behalf  of  applicants;  performs  related  duties  as  required. 


SUPERVISION  RECEIVED  (  name  and  Title  of  person  r  =  z-\   -mom  incumbent  receives  oi»  =  ctiosi 

Under  the  supervision  of  an  employee  of  higher  grade  (Office  Manager)  vho  ensures  that 

applicants  for  financial  assistance  are  ser-/iced  competently  and  efficiently. 


SUPERVISION  EXERCISED  (names  and  titles  of  PERSOsss,=>SRviseoBY  inc ijm3  =  nt( 
None . 


DUTIES  AND  RESPONSIBILITIES 

Provides  financial  advice  and  guidance  relative  to  money  managenent,  personal  family 
budgets  and  financial  planning;  provides  advice  concerning  the  various  nethods  of 
financing  home  improvements;  checks  eligibility  for  state  subsidy  programs  including 
but  not  limited  to  707  Rental  Assistance  Program  and  available  VJelfare  aid  programs: 
negotiates  with  lenders  with  and  on  behalf  of  homeowners;  collects  and  evacuates  the 
financial  data  of  applicants  as  necessary;  cooperatively  works  with  rehabilitation 
specialists  to  effect  the  most  economic  and  advantageous  use  of  funds  for  home  improvei 


Tij  Lwv    y?   i; 


ALlFlCAT'O.'.'S  AND  ENTRANCE  REQUIREMENTS 

-lude  required  knowicd&e.  abilities,  skills.    Also  specify  e-.S'  ze  requirements  i      -  as  e/perience  and, 'or  educaiion.) 

louledge  of  basic  finance  counseling  including  budgGt  plannins,  consumer  finance,  and 
ruth  in  lending;  knowledge  and  experience  in  various  methods  and  practices  of 
-TOrtization  related  to  hone  iir.provem^nt  and  personal  loans;  faniliarity  with  locnl 
ink  practices  including  First  and  Second  mortgages.  Title  I  leans,  and  escrow  loans; 
xperience  with  FHA,  Departrient  of  Public  Welfare,  707  Rental  Assistance  prograsn,  and 
ny  other  financial  assistance  program  of  city,  state,  end  federal  governcients;  knowledge! 
f  nethcds  of  real  estate  appraisal  deteminir.g  fair  oarket  value  of  residential  property 

STRAICCE  R£QUIRE>tENTS 

'wo  (2)  years  experience  in  finance  counseling  and  four  (4)  years  of  college  which 

should  include  courses  in  basic  accounting  and  nanagerial  finance. 


•-■ARKS: 


•fcture  of 

rintino  Authority  T.ile 

"fy  Picparedby 


,.>:*fTIO.\  TlTLt 

Office  Manager 


CITY  OR  TOWN  AND  'OR  AGENCY 
Boston  -  Housing   InprovetnenC  Pro^ 


APPROPRIATION  OR  AGENCY  CODE        POSITION  NO 


REQUISITION  NO. 


SALARY 


DATE  PREP- 


.  GENERAL  STATEMENT  OF  DUTIES  AND  RESPONSIBILITIES  Oversees  the  operations  of  sltft  offices 
and  staff;  processes  the  necessary  paperwork  for  issuance  of  homeowner's  rebate  checks 
under  Housing  Improvement  Program;  attends  comnunity  meetings;  prepares  publicity  to  prorr 
the  Housing  Improvement  Program  among  homeowners;  goes  on  homeowner  surveys  with 
.Rehabilltatioa  Specialists  and  performs  related  duties  as  required. 


SUPERVISION  RECEIVED  (  name  ano  title  or  person  from  whom  incumbent  weceives  direction! 

Under  the  supervision  of  an  employee  of  higher  grade  who  ensures  adherence  to  established 
policy,  procedures  and  practices 


SUPERVISION  EXERCISED  (names  and  titles  of  persons  supervised  by  incumbent) 

ixercises  supervision  over  employees  of  lower  grade  (Pr.  Rehab  Spec,  Fin.  Spec,  Clk.  Typt 
hecks  for  conformance  to  established  procedures,  practices,  and  instructions 


DUTIES  AND  RESPONSIBILITIES 

)versees  the  operations  of  site  office  and  staff  such  as  status  of  case-?;  staff  is  workinj^j 
n,  the  location  of  the  staff  while  outside  the  site  office  in  the  field,  supervision 
f  staff  operations  within  the  site  office,  proper  office  decorua,  responsiveness  to 
oraeowners  and  quality  of  staff  work;  processes  the  necessary  paperwork  for  issuance  of 
oaeowr.er's  rebate  check  under  Housing  Improvenent  Program  eg.  checks  to  ensure  homeowner 
ives  at  property  to  be  rehabilitated,  assigns  numberlcal  case  number;  reviews  current 
aterial  available  on  Housing  Improvement  Program;  signs  Final  Inspection  Certification  f( 
ontaining  final  total  amount  of  repairs  and  rebate  dut;  and  processes  paperwork  through 
hannels;  brings  issued  rebate  check  to  homeowner  and  has  hom.^owner  sign  receipt  for  rebnt 
heck  for  case  files;  attends  community  meetings  to  present,  update,  and  promote  the  Hous: 
laprovenant  Program;  goes  on  homeowner  surveys  with  Rehabilitation  Specialists;  corrects 
taff  errors  and  homeowner  misunderstandings;  prepares  publicity  to  promote  the  Housing 
ciprovement  Program  among  homeowners  eg.  prepares  articles  for  the  local  newspapers, 
istributes  pamphlet,  booklets,  brochures,  posters,  etc.  to  public  meetings,  store  fronts, 
anks,  etc.,  oversees  selected  target  areas  for  door  to  door  drop  offs  of  program  brochurt 
Indies  all  personnel  matters  in  the  local  site  office,  staff  performance  and  evaluation, 
ick  leave  procedures  and  vacation  scheduling,  disclipine,  etc. 


Tnis  form  must  be  submitted  to  Personn-il'L.  ivil  Service 
■j.jbstaniiv*  change  in  an  c s m ^ ' 


every  iit-.v  ;.() 


ml. 


QUALIFICATIONS  AND  ENT  l<ANCE  REQUiREMENTS 

.Include  required  knowledge,  abilities,  skills.    Also  specif/  trrjzr.ce  re  qui  ^s  such  as  experience  and/or  educaiior 

'jiowledge  of  basic  personnel  jnannj- ment ;  knowledge  of  oft  ice  nanagement;  knowledge  of 
"Ity  of  Boston  personnel  regulations  and  practices;  extensive  knowledge  of  HIP 
egulations,  policy  and  procedures;  knowledge  of  the  construction  trades;  ability  to 
upervisG  subordinate  personnel;  ability  to  develop  a  team  spirit  among  diverse 
individuals;  ability  to  motivate  personnel;  ability  to  def f erentiate  among  varying 
levels  of  performance;  ability  to  discipline  and  recommend  for  promotional  opportunity; 
ibility  to  recognize  training  needy,  ability  to  connunicate  effectively  both  orally 
and  in  writing;  ability  to  conduct  public  meetings;  ability  to  interpret  federal,  state, 
md  municipal  rules  and  regulations  pertaining  to  the  Housing  iTtprovement:  Program 
operations;  ability  to  maintain  records;  ability  to  %rrite  reports;  ability  to  interpret 
cost  effectiveness  reports;  ability  to  prograo  basic  statistical  data;  ability  to 
prepare  appropriate  publicity  for  the  Housing  Improvement  Programs;  knowledge  of  sound 
personnel  procedures;  ability  to  train,  supervise,  laotivate,  and  review  work  of 
subordinates.  . 

gilTRAl^CE  REQUIREMENTS 

Four  (4)  years  experience  in  the  contruction  trades  or  a  rehabilitation  program  of 
which  one  (1)  year  was  in  a  Bupervisory  capacity  or  two  (2)  years  of  college  plus 
three  (3)  yearp  experience  of  which  one  (1)  year  was  in  a  supervisory  capacity. 


REMARKS: 


Jignaiurc  of 

appointing  Authority  Tiile 

Agency  Prepared  by 


ATTACHMENT  I 

Mayor's  Otfire  of  Housing  Employees  who  Contributed 
to  the  Mayor's  political  fundraising  committee 


EK^LOYEE 

Bergin,  Joseph  F.  Jr. 
Bradley,  Richard  P. 
Branker,  Julian  C.  Jr. 
Brooks,  Julius 
Buttiglieri ,  John 
Campbell ,  Shirley 
Carr,  Shirley  (Stephen; 
Caulfield,  Rita  B. 
Civil i ,  Eugene 
Costa,  Bart 

Croke,  Francis  J.  &  Ellen 
Crowley,  William 
D'Amelio,  Nancy  (Carmen) 
Dobbins,  Ann 

Duffy,  Mrs.  John  T.  (Mary) 
Faddon,  Barry  A. 
Hanrahan,  John  A. 
Henry,  Mary  J. 
lantosca,  Paul  Jr. 
Indiciani ,  Daniel  A. 
Keohane,  Margaret  M. 
Lalor,  David  E. 
Langis,  Josenh  0. 
McDonough,  Joseph  P. 
Maher,  Robert  T. 
Malger,  Frederick 


POSITION  AMOUNT 

Office  Manger  $100.00 

Office  Manager  100.00 

Principal  Rehabilitation  Specialist  100.00 

Rehabilitation  Specialist  100.00 

Senior  Rehabilitation  Specialist  100.00 

Program  Manager  200.00 

Senior  Financial  Specialist  100.00 

Senior  Financial  Specialist  100.00 
Principal  Rehabilitation  Specialist   100.00 

Senior  Rehabilitation  Specialist  100.00 

Business  Manager  200.00 

Office  Manager  20^^.00 

Senior  Financial  Specialist  100.00 

Principal  Clerk  25.00 

Head  Clerk  200.00 

Case  Examiner  100.00 

Senior  Case  Examiner  100.00 

Office  Manager  100.00 
Principal  Rehabilitation  Specialist   200.00 

Comptroller  100.00 

Office  Manager  100.00 

Deputy  Director  100.00 

Senior  Rehabilitation  Specialist  100.00 

Rehabilitation  Specialist  100.00 

Senior  Rehabilitation  Specialist  100.00 

Case  Examiner  100.00 


ATTACHMENT  I  PAGE  2 


EMPLOYEE 

Mastrangelo,  Vito 
McLaughlin,  Robert 
Minoie,  Michael  J. 
Morgan,  Dennis  J. 
Nickerson,  Craig  S. 
O'Donnell,  Coleman  (Nancy) 
O'Riordan,  John  P. 
Palladino,  Nunzio 
Pannes i,  David 
Salerno,  Joseph 
Spacone,  Arthur 
Spadafora,  John 
Tate,  Francis  X. 


POSITION 


AMOUNT 


Office  Manager  $200.00 

Senior  Rehabilitation  Specialist  100.00 

Office  Manager  100.00 

Director  100.00 

Director  400.00 

Principal  Clerk  100.00 

Senior  Rehabilitation  Specialist  100.00 

Senior  Rehabilitation  Specialist  100.00 

Case  Examiner  100.00 

Senior  Rehabilitation  Specialist  200.00 

Principal  Rehabilitation  Specialist   100.00 

Principal  Financial  Specialist  100.00 

Deputy  Director  50.00 

Total   $4,775.00 


